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POLI CY:

It is the policy of the Division of Adm nistration (DOA)
that no enployee shall use his/her position, status or
i nfluence for personal gain or any other matters other than
t hose required by business necessity.

It is the policy of the Division of Adm nistration that
St at e- owned equi pnent, supplies, services, and information
processing resources (information processing resources
include, but are not |imted to hardware, software,
conmuni cations networks, physical facilities, minfranme
conput er, personal conputers and printers) shall be used
solely for official State business. An enpl oyee may not
use State resources to further personal gain. An enployee
may not allow any other individual to use State resources
to further the personal gain of hinself, the enployee or
ot hers.

Enpl oyees shall do everything within their power to protect
and conserve all State-owned property, including equipnment
and supplies entrusted or issued to them Speci fically,
i nformati on processi ng resources shall be protected by the

enpl oyee to whom the resource has been assigned. Pr oper
utilization of a secured, confidenti al password is
required.

No unaut hori zed person shall be transported in any State-



owned vehicle except in energencies as defined by
appl i cabl e | aws.

State records and docunents in the custody of enployees are
to be used for authorized purposes only. Records shall not
be altered, conceal ed, destroyed, or renoved from offici al
cust ody. Di sposal or destruction of records shall be in
accordance with applicable |aws.
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1. PURPOSE

To set forth rules governing use of State resources.

APPLI CABI LI TY:

Thi s

policy shall be applicable to all sections within the

Di vision of Adm nistration both general appropriation and
ancillary appropriations.

RESPONSI BI LI TY:

Each

Each

enpl oyee is responsible for:

Conmplying with the provisions and spirit of this
policy, and

Protecting and conserving all State resources in an
appropriate manner, and

Reporting known violations of this policy to the
supervi sor, section head, or Appointing Authority.

section head is responsible for:

Communi cating this policy and all wupdates to all
enpl oyees in his/her section, and

Enforcing this policy, and
Protecting, conserving and ensuring the proper use of

all State resources (to include equipnment, supplies,
and information processing resources) under his/her



VI .

management .
The Appointing Authority will be responsible for:

Taking appropriate action to assure that State
resources are properly utilized.

EXCLUSI ONS:
There will be no exceptions to this policy.
QUESTI ONS:

Questions should be directed to the section head or
Appoi nting Authority.
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VI,

VI OLATI ONS:

Enpl oyees found to have violated this policy my be subject
to disciplinary action up to and including term nation
and/or crimnal prosecution.
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